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Job Evaluation Questionnaire

Identification

(Please Print)

Name: 


Regular 
Temporary 
If part-time, specify percent (%) of full-time: 


Position Title: 


Work Phone Number:


Department/Area/Campus: 


Immediate Supervisor: 


Date: 



Position Code:   ____   ____   ____   ____   ____   ____


(To be completed by Human Resources)

Job Evaluation Questionnaire

Purpose

The purpose of this Job Evaluation Questionnaire is to develop a clear understanding of each position in the organization.  The questionnaire will also help to ensure that each position is measured on the same basis in order to help determine its relative position within the organization.

The job evaluation questions are to be used as "yardsticks" to measure the differences and similarities between positions within the organization.  The performance of an individual in the position is NOT considered in this process.

The objective is to review each question and select the answer to each question which is appropriate for the position you hold.  This information will be used to determine accurate evaluations of positions on a consistent basis.  The questionnaire measures positions on the basis of different factors.  These factors combine to measure the skills, efforts, responsibilities and working conditions of positions.

general instructions

In answering this questionnaire, give your best judgment of what is required in the day-to-day course of the position you hold.  In the event that you feel you might have missed something, you will have the opportunity to review your completed questionnaire with your supervisor.  In addition, the Committee will compare your responses to those of others holding the same position or similar positions across the organization.

Consider typical assignments and responsibilities involved in the position during the year (includes recurring daily, weekly, monthly, annual assignments and responsibilities).  Do not include those unusual assignments which happen infrequently.

At the bottom of each question is a section for comments or examples.  You are encouraged to use this section to clarify or expand upon your response to each question.

1.
Education

This question measures the minimum education required for this position.

Circle the number that best describes the minimum formal education required for someone to enter this position.

	Employee
	Supervisor

	a)
1.
High school graduation plus up to 9 months of additional post secondary courses.

2.  Recognized post-secondary certificate (10 months).

3.  Recognized post-secondary diploma (2 years).

4.  Bachelor’s degree.

5.
Master’s degree.

6.  Master’s degree plus additional post graduate studies (at least 2 years).


	Concurrence:   Y     N

Rationale

	b)
In this position, what additional education, professional designations or other certifications are required by your employer?
	Concurrence:   Y     N

Rationale



2.
Experience

This question measures the amount of related work experience (gained either within the organization or elsewhere) needed to acquire the skills required to do this position satisfactorily?  Do not consider the experience that you personally have.
Circle the number that best reflects the related work experience required to perform this position.

	Employee
	Supervisor

	1.
Up to 1 year

2.
More than 1 year and up to 3 years

3.
More than 3 years and up to 5 years

4.
More than 5 years and up to 10 years

5.
More than 10 years


	Concurrence:   Y     N

Rationale




3.
Internal Contacts and Communication

This question measures the purpose of internal contacts that this position regularly requires you to have with employees other than those you supervise in the organization.

Circle the number that best describes the internal contacts you must have on a regular basis in order to perform this position.

	Employee
	Supervisor

	1.
This position requires me to exchange information with other employees of the organization.

2.
This position requires me to consult with and/or co-ordinate activities with other employees of the organization.

3.
This position requires me to give professional advice or direction to other employees of the organization.  There is an element of persuade, influence and some negotiation in this level, but it is not a regular activity.

4.
This position requires me to persuade, influence and/or negotiate with other employees of the organization.


	Concurrence:   Y     N

Rationale




4.
External Contacts and Communication

This question measures the purpose of external contacts that this position regularly requires you to have (such as with students, sub-contractors, suppliers, government departments and agencies, the media, etc.).

Circle the number that best describes the external contacts you must have on a regular basis in order to perform this position.

	Employee
	Supervisor

	1.
This position does not require me to have any external contacts.

2.
This position requires me to exchange information with external contacts.

3.
This position requires me to consult with and/or coordinate activities with external contacts.

4.
This position requires me to give professional advice or direction to external contacts.  There is an element of persuade, influence and some negotiation in this level, but it is not a regular activity.

5.
This position requires me to persuade, influence and/or negotiate with external contacts.


	Concurrence:   Y     N

Rationale




5.
Problem Solving

This question measures the typical method used to solve problems that arise in this position.  The major focus in this factor is the nature of  the problem.  Every position has to deal with problems, issues or certain situations to accomplish the work on a daily basis.  Think about the kinds of problems that typically arise as part of your position.  How are these problems solved, what strategy is used and what is the extent of the impact of your decisions?

Circle the number that best describes the problem-solving method required in this position.

	Employee
	Supervisor

	1.
Problems or situations are straightforward and have minimal impact.  Variations in problems are usually limited.  Recommend solutions or solve problems by using standard procedures and applying well-defined information.

2.
Problems or situations are similar and have limited impact, usually within a department.  Use judgment to select a solution from known methods or practices.

3.
Problems or situations are different and require interpretation.  Use judgment to identify the most appropriate solution from several options using prior knowledge and experience which may have minor impact beyond the department.

4.
Problems are different and situations are constantly changing.  Use considerable judgment and analysis to arrive at recommendations or conclusions.  Problems may normally have significant impact which extends beyond the department.

5.
Limited or no precedent or established process exists for many problems or situations.  Use extensive judgment to resolve complex issues.  May have major institutional impact.
	Concurrence:   Y     N

Rationale




6.
Guidance in Decision Making

Please refer to the summary of decisions in your Position Profile.  In it, you described several typical decisions your position requires you to make.  Consider whether decisions made in this position are brought to closure, or referred elsewhere.  This factor measures the guidance that is available when making these decisions.

Circle the number that best describes the guidance received when making decisions in this position.

	Employee
	Supervisor

	1.
Specific responsibilities and objectives are based on detailed written or oral instructions or procedures.

2.
Specific responsibilities and objectives are assigned with minimal latitude for setting of priorities and decision making, using established practices and procedures.  Guidance is available and work is periodically checked for accuracy and completeness.

3.
Responsibilities and objectives are assigned with some latitude for technical or administrative decision making using written policy and administrative directives.  Unusual problems may be discussed with your supervisor or others for clarification of the policy.

4.
Responsibilities and objectives are assigned with considerable latitude for decision making using technical, professional or business standards and ethics.  Work may be periodically reviewed according to achievement of predefined goals.

5.
There is a broad latitude for decision making with primary control through general policy and guidance from the senior management.


	Concurrence:   Y     N

Rationale




7.
Impact of Decisions

This question measures the typical consequence of decisions made in your position.  Consider normal operations and decision making assuming competent job performance.  Both the extent and the level of impact within the organization are considered.  Consider both positive and negative impacts.  Consider strategic versus operational decisions.

Circle the number that best describes the impact of decisions you are required to make in this position.

	Employee
	Supervisor

	1.
Decisions impact only my position.

2.
Decisions have minor effect within my department.  Minor delays or expenses may result but overall objectives would still be accomplished.

3.
Decisions have a considerable effect extending to the decanal area or regional campuses.  Decisions would have limited impact on the University-College’s internal operations, students, services, programs, achievement of objectives or public image.

4.
Decisions have a significant effect on the operations at the institutional level and critical effect at the decanal regional campus level.  Decisions would result in significant gain or loss to the University-College’s public image, internal operations, students, services or programs or institutional objectives.

5.
Decisions have a critical effect on the University-College’s reputation, staff, students, services, programs or operations.  Decisions result in long-term gain or loss to the institution, and are typically of a strategic nature.


	Concurrence:   Y     N

Rationale




8.
Supervision

This question measures the extent to which supervising the work of others is a responsibility assigned to this position.

Circle the number that best describes the supervisory responsibility of the position.

	Employee
	Supervisor

	1.
Work may involve responsibility for providing training and work guidance to others within the work unit, or while continuing to perform the normal day to day activities of the position.

2.
Work involves responsibility for assigning, checking and maintaining work flow of junior staff in a work unit as a group leader while continuing to perform the normal day to day duties of the position OR work involves providing functional advice and guidance within a specialized discipline with some control responsibilities for maintaining standards.

3.
Work involves responsibility for direct supervision of non-supervisory personnel performing similar activities within one segment of a work unit OR work involves providing frequent functional advice and guidance with full control responsibilities for maintaining standards.

4.
The position is required to manage a University-College-wide function or service, or is responsible for administering a function, project OR service within an educational or administrative region.

5.
The position is required to manage through subordinate supervisor(s) within an educational or administrative region or department primarily assigned administrative or professional responsibility.

6.
The position is required to manage a University-College division such as a dean.
	Concurrence:   Y     N

Rationale




9.
Effort

These questions measure the effort required in the position.

Using the scale below, indicate the one number which best describes the level required for each of the efforts listed below.

	LEVEL
	
	DEFINITION

	1
	“minimal”
	defined as up to 5 hours/week (or 1 hour/day)

	2
	“limited”
	defined as more than 5 hours/week (1 hour/day)

	3
	“occasionally”
	defined as more than 10 hours/week (2 hours/day)

	4
	“regularly”
	defined as more than 20 hours/week (4 hours/day)

	5
	“constantly”
	defined as more than 30 hours/week (6 hours/day)


The above numbers are based on 40 hours/week. If less hours are worked pro-rate accordingly.

Check the number that best applies for each type of effort.

Type of Effort
	Employee
	1
2
3
4
5
	Supervisor

	a)
Light Physical Effort
(e.g., bending, reaching, carrying light items, walking, standing)
	q
q
q
q
q


	Concurrence:  q Y    q N



	b)
Heavy Physical Effort
(e.g., carrying/lifting heavy items,  transferring/lifting children or patients, pushing carts or wheelchairs)
	q
q
q
q
q
	Concurrence:  q Y    q N



	c)
Visual Effort
(e.g., concentrated reading of documentation or close monitoring of computer terminals and display panels)
	q
q
q
q
q
	Concurrence:  q Y    q N



	d)
Manual Dexterity/Coordination
(specialized skill to perform eye/hand movements requiring precision, accuracy and/or fine motor control, such as computer keyboard or shorthand)
	q
q
q
q
q
	Concurrence:  q Y    q N




10.
Work Environment

This question measures the surroundings or conditions under which work must be done and the extent to which they make the position unpleasant or challenging.  Below are typical examples of elements which may be found in the work environment.

Using the scale below, indicate the one number which best describes the level required for each of the working conditions listed below.

	Level
	Timeframe

	1
	not applicable

	2
	limited

	3
	occasionally

	4
	regularly

	5
	constantly


( = Average

Check the number that best applies for each type of effort.

Type of Effort
	Employee
	1
2
3
4
5
	Supervisor

	a)
Dealing with simultaneous multiple demands which must be attended to  “on the spot”.
	q
q
q
q
q



(
	Concurrence:  q Y    q N



	b)
Work requiring attention to detail, subject to frequent interruptions that require immediate attention.
	q
q
q
q
q



(
	Concurrence:  q Y    q N



	c)
Peak periods requiring an accelerated work pace over which you have no control, or deadlines creating pressure.
	q
q
q
q
q



(
	Concurrence:  q Y    q N



	d)
Situations involving conflict or contentious interactions.
	q
q
q
q
q


(
	Concurrence:  q Y    q N




10.
Work Environment (Cont'd)

Check the number that best applies for each type of effort.

Type of Effort


	Employee
	1
2
3
4
5
	Supervisor

	e)
Situations involving verbal abuse or potential/ actual physical/actual physical aggression.
	q
q
q
q
q

(
	Concurrence:  q Y    q N



	f)
Highly repetitive and/or monotonous tasks.
	q
q
q
q
q

(
	Concurrence:  q Y    q N



	g)
Unpleasant conditions such as dust, dirt, noise, fumes, noxious odours, heat, cold, etc. 
	q
q
q
q
q

(
	Concurrence:  q Y    q N



	h)
Travel requirement (such as out of town, lengthy overnight, considerable intercampus or urban travel).
	q
q
q
q
q

(
	Concurrence:  q Y    q N




ADDITIONAL INFORMATION

Please provide any additional information significant to your position which is not covered in the questionnaire.

Employee/Supervisor Review Form

	QUESTIONNAIRE REVIEW

	Name: 




	EMPLOYEE/SUPERVISOR REVIEW

The purpose of this review is to ensure that all questions have been completed and that both the employee and supervisor(s) agree on all of the responses.  Should there be a difference of opinion on the appropriate responses, please indicate below that further review by another party is required. Supervisors with functional responsibilities must also sign this document.

Supervisor: 
 Date: 


Director, Dean 
 Date: 

Campus Principal, VP or
President:

Is further review required?:        Yes        No
Employee: 
 Date: 

Is further review required?:        Yes        No


	HUMAN RESOURCES REVIEW

The purpose of the Human Resources review is to ensure consistency across the organization.

Date reviewed: 

Signature: 




Position Number 		





Supervisor’s Initials  ________








